
Unit and Membership 
Renewal 2025 Workshop

A Guide for how Unit Key 3 Leaders Can Manage 
the Renewal of Their Members and of the Unit
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It’s Time! Gamehaven Units are up for renewal and so are most of members  

The notification bell has a 
message with a link to renew. But 
WAIT! How is your Unit handling 
renewals?

There are 3 ways individuals can be renewed:
1. Self or parent renewed-click on the link in this landing page notification, from received emails or texts, or from My 

Renewals tab in My Application Tool. Don’t click on the link unless you are ready to pay by credit card! If you don’t finish 
payment, a submitted-unpaid-will post and interfere with a renewal being completed!

2. Unit banking payment posted by Key 3 member (Debit/credit card or E-check). Expect 3-5 day processing. E-check pay 
option is new this year; replaced last year’s problematic ACH payment.

3. Pay at Council into Unit Custodial accounts and Registrar manually processes renewal. Unit payment of Membership 
Renewal Report required for authorization. Use this option for any youth requesting financial assistance.

COMMUNICATION is key with your families so they know your expectation. 
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Below are the renewal windows broken down. 
o Council renews member = 3 month
o Council renews unit = 2 month
o Unit renew member = 3 month
o Unit renew unit = 2 month
o Member doing self-renewal = 2 months
o Parent renewing youth = 2 months
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Member Renewal Cycle – December 2025
430,642 Members Renew
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Are you receiving the emails from Scouting America! If not, check your Spam or Junk folders. 
Has your email changed? National uses the email in your my.scouting.org  account. 
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When you submit a self-renew payment, you receive a payment receipt from Scouting America.
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Key 3 Leaders receive emails the first day of each month when there are members 
due to renew. Key 3 Delegates (or other functional roles) do not receive these emails.
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Where do you 
change your email? 

(FYI changing an email in 
Scoutbook does not change it in 
your my.scouting.org account.)

Login to my.scouting.org
Click on My Profile
Scroll down to Contact header
Click on Edit link
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Still not receiving 
these emails?

You can run the Members 
Due Report from your 
my.scouting.org 
account>Organization 
Manager Tool>Reports 
monthly. Run it as a CSV 
export and you have 
emails handy to email 
families.

Key 3 Delegate do have 
access to these Reports!
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Decide annually who will handle renewals (parents/members, the unit, or a combination).

Clearly communicate plans, procedures, and expectations to members and families—
multiple times. A unit new member coordinator can play a vital role with communication 
and support.
Remind parents (members) to complete renewals on time if they are handling the renewal. 
Frequent reminders are necessary.
Train parents/guardians (members) on how to renew if they are expected to handle the 
renewals. Use videos and instruction sheets at https://www.scouting.org/resources/unit-
and-membership-renewal/.

Most important: changes made in Legacy Scoutbook do not reflect on your 
my.scouting.org roster (i.e. end membership, assigning/editing positions).
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There are Job Aids to help you and 
families navigate renewals!
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https://www.scouting.org/resources/unit-and-membership-renewal/

Your Unit is a “box” that holds the membership. Renew the “box” first. Remember Member Renewal 
and Unit Renewal are separate processes now.
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Is there one tool that gives me the most information with 
minimal effort? YES! Use the Export Roster link from the Roster.
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You don’t even have to export it! With the view on your screen, you can see the Registration 
Expiry Date, Parent/Guardian (P/G) Email of the connected parent to the youth who 
receives the notifications to renew, and SYT Expiration Date of Adults.

Don’t let SYT expire for your adult members! Gamehaven Council’s current SYT policy is to 
suspend all positions of adults that have allowed SYT to expire. The person receives an 
email from the Council that all activity with youth is not allowed until SYT renewed.
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TIP:
The parent that submitted their child’s online youth 
application or is listed on a paper application is the 
connected parent and will remain the first placeholder for 
receiving the notifications from National, unless the 
Registrar adds the Guardian status to another parent. 
Please tell your parents not to list an email for the whole 
family or swap the other parent’s email in on the 
application. Each person should have a unique email.

You can also see parent emails (or add them) from the 
youth’s profile in Scoutbook Plus). This doesn’t work in 
Legacy Scoutbook.

Watch which button you click when your registration is in 
renewal period!
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If Families or Adults inform you they are not renewing, use the Opt Out feature in the Roster when status 
is Eligible to Renew. The ability to apply this status appears to go away shortly after the expiry date.

If you apply the Opt Out 
status by mistake or the 
person changes their 
mind, only the Registrar 
can change status back 
to Eligible to Renew.
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The report to run if paying at the council and having the Registrar post the renewal: 
Unit Payment of Membership Renewal.
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When an adult is selected 
alone for the Unit Payment of 
Membership Renewal, it will 
list all positions-primary 
(paid) and multiple.

In an adult self-renewal 
online paid process, all 
positions are seen as well.
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Unit Key 3 Leader processing the Renewal: Renew link 
from Roster. Must check box for individuals to be renewed.
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Don’t 
forget 
the 
menus 
at the 
bottom 
of the 
Roster!
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Click on the expandable 
menus at bottom of 
Roster.

Submitted status means 
the renewal did not go 
through payment stage 
and the individual is not 
renewed. The order must 
be either withdrawn or 
payment completed from 
the parent’s 
my.scouting.org account 
(for a youth) or in the 
adult’s my.scouting 
account. 

Using the link from a text 
or email notification does 
not get back to the 
initiated renewal. Go to 
My Application>My 
Renewal tab.
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Receipts can be printed from 
the icon on the far right.

Key 3 Leaders paying online for 
Unit Renewal can get the Unit 
Renewal Receipt from Print in 
the grey banner above names 
in the Roster.
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Required leadership positions
•Chartered Organization Representative (COR) (but not for Exploring Post)
•Executive Officer (no fee position)
•Unit Committee Chair
•Unit Leader (e.g., Cubmaster, Scoutmaster, Crew Advisor, Sea Scout Skipper)
•At least two Committee Members
•Den Leader (required for Packs only)
Additional requirements
•Minimum Youth: Five paid youth or program participants are required.
•Female Leaders: Units with female Scouts BSA Troops, co-ed Sea Scout Ships, Explorer Posts, or 
Venturing Crews must have at least one registered female leader.
•Validation Errors: Units must resolve any validation errors before renewing. These can include a lack of 
required leadership positions, expired Safeguarding Youth Training, or other compliance issues.

Getting Ready for Unit Renewal
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Easier to view if your Unit 
meets minimum position 
requirements from the Position 
Manager feature when 
navigating to Roster or using 
Organization Manager tool of 
my.scouting.

Only the Chartered Org Rep (or 
an adult the Rep assigned in 
Functional Roles>COR/CUR 
Delegate) can move positions 
in this tool and then Save 
Changes.

Note: When positions changed 
from a 1 only position, it takes 
an overnight sync for error 
message to go away. See next 
slide.
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Position Manager defaults to 
Registered Positions view. 
Functional Roles is the tab 
next to Registered Positions 
tab. National just added many 
new functional roles. 

This appears to be National’s 
plan to have Scoutbook 
Legacy fully transitioned to 
Scoutbook Plus by the end of 
the year. No details to share 
yet. 
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Only registered 
people can be added 
here. 

No more adding 
parents to these roles 
like you could in 
Scoutbook, unless the 
parent completes an 
adult application and 
takes SYT to be fully 
registered. 

To add the person, 
click on ADD and then 
select from the drop-
down menu.
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Both the Registrar or a Unit 
Key 3 Leader can access 
the Unit Renewal tool now 
that Unit Renewal period 
opened on 11/1/2025. 

This step must be done 
before 12/30/2025 or 
members will have no unit 
to renew to.

When the Registrar does 
the Unit Renewal, the fee is 
$100 (pulled from the 
custodial account.)

When the Key 3 Leader 
does it, additional 
processing fees are added: 
3% for credit card, $1 for 
E-Check.
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Charter validation 
errors that prevent Unit 
Renewal:

Minimum positions not 
met.

Adult or Unit Participant 
with expired SYT.

Executive Officer 
missing. Were they not 
renewed?

Female leader missing in 
Troops, Crews, Ships 
that have female youth.

Why is an adult missing 
from the list? Were they 
suspended due to 
expired SYT?
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The Key 3 Leader can remove this error by applying the Opt Out status on the 
roster for the member affected. If it’s past the eligible period to apply Opt Out, 
contact the Registrar to suspend the member’s registration. 
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Need to update Unit Credit Card? Done from the Settings page of Organization Manager.
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Look for the Unit & Membership 
Renewal page on our website: 
https://gamehavenbsa.org

Button links to Job Aids and renewal  
membership fees listed.
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Scoutbook Plus issues?

First, bookmark the domain for 
Scoutbook Plus instead of logging 
into Scoutbook Legacy or from the 
Scouting app: 
advancements.scouting.org 

Second, once logged in, click on 
Forum in left menu. Issues and 
possible resolutions are listed in the 
threads. You can post your issues and 
a team of volunteers with Scoutbook 
Advisory Council respond.
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Recap:
• Watch for the Scouting America emails and texts (p5-7)
• Communicate your renewal plan to your Scouting families (p10)
• Use the Job Aids-bookmark Scouting.org Unit & Membership Renewal page (p12)
• Use Export Roster link in Roster tool to monitor expiry dates (p13)
• Apply the Opt Out feature in Roster for non-renewing members (p16)
• Check that you have the minimum positions covered in Position Manager (p23-24)
• Have your Unit renewed before 12/30/2025, even before all your members are 

renewed. Separate processes now. (p28-30)

Questions?

Pam Legried, Customer Service Representative and Registrar
Pamela.Legried@scouting.org
507-361-5341
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